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ACCOUNTI NG PRI NCI PLES AND STANDARDS HANDBOOK

CHAPTER 15. RECORDS MANAGEMENT

Section 1.0 Gener al

Thi s chapter provides guidance and assistance to responsible
bureau accounti ng personnel on docunentation, record keeping,
retention, and disposition of Federal financial records. For
non-financial records, nmanagenent should consult operative
units records officers (see Exhibit 15-A) or refer to the
Nati onal Archives and Records Adm nistration (NARA) Ceneral
Records Schedules at the followi ng Internet address:

http://ardor.nara. gov/grs/index. htm

Section 2.0 Authority

0o Federal Records Act of 1950 and the Federal Records
Managenment Amendnents of 1976 (44 U.S.C. Secs.
2902(5), 3302, 3303(3), 3303a(a), and 3309);

o Title 18, U S.C. Secs. 641 and 2071;

o0 GAO Policy and Procedures Manual for Gui dance of
Federal Agencies, Title 7, Fiscal Guidance;

0 GAO Policies and Procedures Manual for Gui dance of
Federal Agencies, Title 8, Records Managenent; and

o Departnent of Commerce DAO 205-1, "Records
Managenment " and DAO 205-3, "Renmpval of Records and
Ot her Docunents”.

Section 3.0 Responsibility

Bureau accounting offices that create the site audit records
are responsi ble for the care and protection of the records.
While the records are in the custody of bureau accounting
offices, officials should ensure that the docunents are not
prematurely destroyed. Title 18, U S.C. Secs. 641 and 2071
prohi bit the destruction of Federal records w thout proper
authority. If the records are destroyed or are accidently
nmutilated or marred so that their content disappears, the
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Di rector, GAO Records Managenent Center, and the Nati onal
Archives and Record Adm nistration (NARA), should be notified
in witing.

The responsibilities of a bureau accounting office, relating
to these and other records, are included in the GAO Policies
and Procedures Manual for Guidance of Federal Agencies, Title
8, Records Managenent.

Section 4.0 Requirenents

Each bureau accounting office, in cooperation with their
Records Managenent Officer, nust ensure a continuing, active
records managenent program whi ch adheres to Departnenta
regul ati ons and procedures. The prograni s objectives should
i ncl ude:

a. Conpletely and accurately docunmenting the
organi zation, policies, functions, and
procedur es;

b. Controlling the quality and content of records
produced to include all essential transactions of
the Departnent, in order to furnish the
i nformation necessary to protect the |l egal and
financial rights of the Governnment and of persons
directly affected by the Departnent's activities;

c. Sinmplifying the process of records creation and
mai nt enance; and

d. Judiciously preserving and di sposing of records.

Section 5.0 Records Schedul e

A Records Schedule is a docunent, cleared by the National
Archives and Records Adm nistration (NARA) and, if required,
approved by the General Accounting Ofice (GAO as noted in
Section 9 bel ow, that separately |lists and descri bes each
identifiable systemof records. The schedule also |lists the
retention period of these systenms of records. All accounting
records should be |listed and accounted for in the Records
Schedul e, and their disposition is to conformwth this
schedul e.
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Virtually all the docunments of an accounting office that
support the disbursement or collection of nonies are GAO
records and are known as accountable officers' accounts. As
such, GAO nust review and approve an accounting organi zation's
Records Schedul e.

The General Records Schedul es, issued by NARA, provide

mandat ory retention and di sposal standards for records conmon

to nost agencies. The General Records Schedul es shall be

referred to or incorporated in the bureau' s Records Schedul e.
However, records subject to the General Records Schedul e or

an approved SF 115, Request for Records Disposition Authority,

may not be destroyed until the conpletion of an audit,

i nvestigation, or review by GAO involving the records,

whi chever is |ater.

The following is the listing of General Records Schedul es:
1 Schedule 1 - Civilian Personnel Records

! Schedule 2 - Payroll and Pay Adm nistration Records

! Schedule 3 - Procurenent, Supply, and G ant Records

I Schedule 4 - Property Disposal Records

I Schedule 5 - Budget Preparation, Presentation, and
Apportionnent Records

I Schedule 6 - Accountable Officers:= Accounts Records

I Schedule 7 - Expenditure Accounting Records

I Schedule 8 - Stores, Plant, and Cost Accounting
Recor ds

Schedule 9 - Travel and Transportati on Records
Schedul e 10 - Mdtor Vehicle Mintenance and Operations
Recor ds

Schedul e 11 - Space and Mai ntenance Records

Schedul e 12 - Conmmuni cati ons Records

Schedul e 13 - Printing, Binding, Duplication, and

Di stribution Records

Schedul e 14 - Information Services Records

Schedul e 15 - Housi ng Records

Schedul e 16 - Adm ni strative Managenent Records
Schedul e 17 - Cartographic, Aerial Photographic,
Architectural, and Engi neeri ng Records

Schedul e 18 - Security and Protective Services Records

I Schedule 19 - Reserved

I Schedule 20 - Electronic Records

I Schedul e 21 - Audiovisual Records

I Schedule 22 - Inspector General Records (W thdrawn)

Schedul e 23 Records Conmon to Most OFfices Wthin



15-4 Revised, TM A-02 (4/00)

Agenci es

Section 6.0 Exceptions to the General Records Schedul e

GAO wi I | consider requests for not using applicable retention
periods specified in the General Records Schedul e provided the
agency furnishes the follow ng informtion:

a. Acitation of the General Records Schedul e
authority that would normally apply;

b. Copy of operative units:= proposed schedul es;
c. A brief witten explanation of how the records
are used in conducting Governnent business and

the reasons justifying the change; and

d. ldentification of the itens needi ng GAO approval,
if a conplete schedule is submtted.

Section 7.0 ldentification of Accountable O ficers' Accounts

Pursuant to GAO s definition of accountable officers
accounts, these accounts consist of the follow ng specific
docunents or their equival ent:

a. Statenments of transactions;

b. Statements of accountability;

c. Collection schedul es;

d. Collection vouchers;

e. Disbursenment schedul es;

f. Disbursenent vouchers;

g. All other schedul es and vouchers; or

h. Documents used as schedul es or vouchers.
I n summary, accountable officers' accounts enconpass

practically all docunents supporting di sbursenments or
col l ection of noney. These docunents may differ from agency
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to agency, and sone of the nore common ones are listed in the
CGeneral Records Schedul e.

Agency fornms used in |ieu of standard-form vouchers or
schedul es, and machi ne-readabl e/ el ectronic data interchange
versions of accountable officers' accounts produced with GAO
approval, are included in this definition of accountable

of ficers' accounts.

Section 8.0 Transfer of Accountable O ficers' Accounts to the
Federal Records Centers

Accountabl e officers' accounts may be transferred to the
appropri ate Federal Records Centers for storage, for servicing
(if necessary), and/or for final destruction.

Any audited accounts and all unaudited accounts nore than one
full fiscal year old may be transferred to the appropriate
Federal Records Center by agencies w thout special permn ssion
from GAO.

Aut hority to transfer accountable officers' accounts which are
| ess than one year old and have not been audited should be
obt ai ned from

U.S. General Accounting Ofice
Records Managenment Officer, O MC/RMC
441 G Street, N.W, Room 2031, UCP
Washi ngton, D.C. 20548

Account abl e officers' accounts at overseas | ocations should be
retained for a mnimum of three years before transfer. NARA
regulations in 36 C.F. R Sec. 1228.150 through 1228. 164
contains the addresses of the Federal Records Centers and the
areas served by each center, as well as procedural

requi renments covering the transfer of records.

Bureau accounting offices transferring fiscal records of any
kind to a Federal Records Center should be careful not to mx
account able officers' account records with other records.
Separate SF-135s, Records Transmttal and Recei pt, nust be
prepared for accountable officers' account records and ot her
records being transferred. |Instructions for conpleting SF
135s are on the reverse side of the form
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Section 9.0 Disposal of Certain Records Subject to GAO Audit

VWhen t he di sposal of records depends on the conpl etion of GAO
audits of related accountable officers' accounts and the
records are not required by the General Records Schedul e or
sone applicable law to be retained for a | onger period, the
following retention period applies:

"Destroy original docunents when three (3)-years old or
when audited by the General Accounting O fice, whichever
is earlier.”

However, records that are otherw se schedul ed for destruction
because their prescribing retention period has expired nmay not
be destroyed if they are the subject of an ongoing GAO audit.

Section 10.0 Special Requirenents Relating to Disposal of
Bur eau Records

Records may be schedul ed for disposal only in accordance with
authority granted by the Archivist of the United States.
However, disposal of certain records also requires GAO
approval when the proposed disposition period is |less than
that required in the appropriate General Records Schedul e.
When GAO approval is required, both GAO and NARA approval s may
be requested concurrently. Requests for approval from NARA
shoul d be channel ed t hrough operative units records officers.
These officers are not responsible for processing requests for
GAO approval . However, as indicated in Section 11.0 of this
chapter, the Archivist will not grant approval until GAO has
first agreed with the request.

.01 Types of Records Schedul es and Lists for which GAO

GAO approval nust be obtained only for schedul es and
lists covering the follow ng types of bureau records
(GAO approval is not required if a bureau' s proposed
change in retention requirenment confornms with the

m ni mum appl i cabl e General Records Schedul e

requi renents):

a. Records relating to the follow ng functions if a
bureau wants to use retention periods different
fromthose specified in the General Records
Schedul e:
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1. Payroll and pay adm nistration;
2. Procurenent and supply;
3. Property disposal;

4. Budget preparation, presentation, and
apportionnment;

5. Accountable officers' accounts;

6. Expenditure accounting;

7. Stores, plant, and cost accounti ng;

8. Travel and transportation; and

9. Mtor vehicle maintenance and operation.

b. Programrecords which are to be maintained for
| ess than three years.

c. Records relating to clainms or demands by or
agai nst the Governnent.

Note: To facilitate the approval process, bureaus
shoul d indicate the General Records Schedul e
i nvol ved when submtting a request.

Section 11.0 Request for GAO Approval to D spose of Records

From a procedural standpoint, the twin approvals by the
Archivist and the Conptroller General are independent of each
ot her. However, when GAO approval is necessary, the Archivist
w |l not approve an agency's disposal request until GAO has
first agreed with the proposed di sposition.
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RECORDS MANAGEMENT OFFICERS AND RECORDS LIAISONS

Office of Executive Assistance Management
HCHB, Room 6020

Washington, DC 20230

(202) 482-4115

FAX (202) 482 3270

Department Records Management Officer: Edna Campbell x0585
Alternate: Victoria Kruk x 3344
Associate: Lisa Duckett

Office of the Secretary (O/Sec) (RG-40)

Minority Business Development Admin (MBDA) (RG-427)

Economic Development Admin (EDA) (RG-378)

National Telecommunications and Information Admin (NTIA) (RG-417)

Exhi bi t

Bureau of the Census (RG-29)
Leonard Thompson

FOB #3, Room 2127

Suitland, MD 20233

(301) 457 2282

FAX

Bureau of Economic Analysis (RG-375)
Bernice Chapman

1441 L St., NW, Room 3004
Washington DC 20230

(202) 606 9617

FAX

Economic Development Admin (RG-378)
Gwendolyn Montgomery

HCHB, Room 7814A

(202) 482 2309

FAX

Bureau of Export Admin (RG-476)
Elaine Farrow (Alternate Theodore Zois)
HCHB, Room 6883

(202) 482 2165 [Alt (202) 482 1525]
FAX (202) 482 1036

Office of the Inspector General
Barbara Bynum

HCHB, Room 7713

(202) 482 5348

FAX

International Trade Admin (RG-151)
Herman Dogan

HCHB, Room 4001

(202) 482-3031

FAX (202) 482-4066

Minority Business Dev Admin (RG-427)
Glen Clark/Jean Miller

HCHB, Room 5089

(202) 482 3763/3341

FAX

Natl. Inst. of Standards & Tech (RG-167)
Sue Cox

Administration Building, Room B25
Gaithersburg, MD 20899-3221

(301) 975 4064

Nat'l Oceanic & Atmospheric
Admin (RG-370)

Annie Baker

1305 East West Hwy, Room 8533
Silver Spring, MD 20910

(301) 713 3540

FAX (301) 713-2303
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National Tech Information Svc (RG-422)
Tom Cox

Sills Bldg., Rm 1016

4285 Port Royal Road

Springfield, VA 22151

(703) 605-6501

Nat'| Telecomm & Info Admin (RG-417)
Maria Scott

HCHB, Room 4890

(202 482 1800

Patent and Trademark Office (RG-241)
Kathy Schultz

Crystal Park 3, Room 310

Crystal City, VA 20231

(703) 308 7400

FAX (703) 308-7407

Technology Administration (Disposal Notices)
Joyce S. Hasty, Staff Director

HCHB, Room 4823

(202) 482 5804

FAX (202) 482 6184
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